SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 03/17/15 CLCSI NG DATE: 03/26/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N SPEC | | SCDC POSI TI ON #: 013391

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON: LI EBER CORRECTI ONAL | NSTI TUTI ON, RI DGEVI LLE ( DORCHESTER) LEVEL 3

STATE JOB TI TLE: ADM N SPECI ALI ST || STATE JOB CLASS: AA50
BAND: 03 SALARY RANGE  $ 021484 - $ 039754 SPECI AL | NCENTI VE: NO
LEVEL: C SALARY RANGE $ 023237 - $ 036774 SCEIS POSITION #: 61020600

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA. RELATED CLERI CAL EXPERI ENCE MAY
BE SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:

TWO (2) YEARS OF CLERI CAL EXPERI ENCE; OR A DEGREE MAY BE SUBSTI TUTED
FOR THE WORK EXPERI ENCE. MAY BE REQUI RED TO HAVE EXPERI ENCE | N CRT
AND/ OR PERSONAL COMPUTER.

DESCRI PTI ON OF DUTI ES:

PERFORMS GENERAL OFFI CE MANAGEMENT DUTI ES. ENSURES THE EFFI Cl ENT
OPERATI ON OF THE WARDEN S OFFI CE. PROVI DE OFFI CE/ SECRETARI AL SUPPORT
FOR | NVATE GRI EVANCE AND OTHER KEY OFFI Cl ALS AS NEEDED. MNAI NTAI N
TRACKI NG SYSTEM OF | NVATE GRI EVANCES. COWPCSES AND PREPARES
CORRESPONDENCE, REPORTS OR MATERI ALS AS ASSI GNED. COWPI LES STATI STI CAL
DATA. RESEARCHES POLI CI ES TO FI ND ANSWERS AND RESPOND TO WRI TTEN AND
TELEPHONE | NQUI RIES. PREPARES AND MAI NTAI NS LOGS AND REPORTS.
PERFORMS RELATED CLERI CAL DUTI ES AS REQUI RED.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG

PLEASE SUBM T RESUME WHEN APPLYI NG FOR THI' S PCSI TI ON.
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